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Commission Hall of Records Commission - NOo. g,

‘ Requesting Agency ' 2. Division or Bureau of Requestir.wg Agency

TALBOT COUNTY TREASURER
3. Authorization Requested (Check only one of the squares below). - -
2 E blish hedule f c Microfil d d iginal
i f ent accumulation. No stablish retention schedule for re- icrofilm an estroy  originals.
c?ésdﬁ’f.soiﬁ pﬁ:u’;ulanon is antici- B cords for which there is a continuing Originals if not microfilmed would be
The records will cease to retained for the period of time indicated.

pated. Records have ceased to hove volue v accumulation. : '
to warrant retention. : have value to warrant their retention after

' . the period of time indicated.

4 .. 5. Description of Records 6. Recommendation
ltern Describe records occurotely Include title, form number, size of documents, of Hall of Records.

em work or activity to which the records relote inclusive dotes and quanhty and Board of Public
No. (cubic or linear féet). Show recommended retention perlod . Works.

1. |COUNTER CASH BOOK

-,

/89(’/6’6\5/ r% oy 7'5]‘ )91 -

. Sizes 16" x/10-" x 1” 4
Datess
Quantitys i@*"ltmes (g”(cu feet
File Arrangement: Chronological by year, month, and day

- Anmual Accumlations’ Less than *} cublc foot
Audit; Annual outside aud:l.t

The Counter Cash Books are daily cash receipts Journals recording
‘ receipts in payment of taxes or other cash payments and 1isting the
gource of payment or name of the payee; tax payment entries show
the number of the district in which the payment originates, the
amount, type of tax, the discourit and interest, and the State and
County share. Cash receipts are totaled and posted monthly to ths
General Cash Book and then’ to the General Iadger, the final book of
entry. "

}' . - P . . .
mcom:mmmm RETATN FOR FIVE YEARS, OR UNTIL AUDITED, WHICHEVER
21 e 1S ATER, AMD THEN DESTROY. . .-

APPROVED
HALL OF RECORDS COMMISSION
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2. |VOUGHER FIIE o

]
’

. Sizes B3 x 1% . :
" Da_‘wsg. ]»892-18”’ 1910, ]\9” - =
‘ 'Qmant.ityz 16 document fils drawers (bl cublc teet)
File Arrangement: By year and voucher mmber
Ammual Accumlations 1% cubdc feet
Audit: Ammmal outside audit and State andit :

Schedule Authorized os Ind:coted in Col. 6 by Hall of . Disposal Authorized as Indicated 4n Col 6 by Board of
Records Commission. Public Works.
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4 5. Description of Records 6. Recommendation
y Describe records. occurotely Include title, form number, size of documents, of Hall of Records
‘em work or activity to~which the records relote inclusive dotes and quantity and Board of Public
o _Acubic or linear fee®}. Show recommended retention period. Works.

3.

The Voucher (Warrant), issued by the Board of County Commissioners

-~

to the Treasurer, is an authorization to pay bills out of County
funds. The voucher is delivered to the Treasurer in a voucher cover
with the original bill and related papers attached. The Treasurer
issuzs a check in payment and stamps the date on the voucher cover
before filing the cover and its content. This information is posted
to the Voucher Register (Schedule &-73Item 3), which is a permanent
book of entry and to the General Ledger, the final book of entry.

RECOMMENDATION: RETAIN FOR FIVE YEARS OR UNTIL AUDITED, WHICHEVER
.IS LATER, AND THEN DESTROY. |

TAX RECEIPT BOOKS (01D sx«:ams)

Size: 11" x 13" x 2%{'

Datess 1903-1953

Quantity: 380 volumes (83 cubic feet)

File Arrangement: By year, district, and by stub number
Annual Accumula tion: Discontinued

Disposable Amount: 80 cubjc feet.

Audit: Annual outslde audit and State audit

The Tax Receipt Books (old series) wére a stub-receipt system,
having five volumes to a year, one volums to each of the five tax
districts. The volumes contain the serialized stubs of receipts
delivered to taxpayers, showing the district mumbers, the fiscal
years, and dates of payments, names of taxpaysrs, amounts propor-
tioned to the County and to the State, and the amounts of each tax

payment.

In 1927, Auto Tax Receipt Books were added to the series, five
volumes to a year, one volume for each tax district. Ths serialized
etubs show ths license year, name of registered owner, make of car
and body type, tax proportioned to County and to State, interest
or discount, total tax paid, and dates of payment. fThis gystem was .
discontimxed with the reorganization in tax accounting methods in
1953 (see License Tag Accounts, Item 9).

S.'mce19h8, business taxes have besn carried in a separate anmual
volume and have been continued as separate volumss in the new series
of Tax Receipt Books (Item L). The Business Tax Books list the names
of firms under the five tax districts, showing the amount of assess-

“"APPROVED
HALL OF RECORDS COMMISSION

N

ment, total tax due, proportionate shares toCountyandtoStato,
thediscmmtallowad,andthetotaltaxpaid AR

RECOMMENDATION: RETAIN FOR FIVE YEARS OR URTIL AUDITED;‘HHICHEVER
IS LATER, ARD THEN DESTROY.
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o

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relote inclusive dotes and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

TAX RECEIPT BOOKS (NEW smms)

Size: lh" x 20" x 3“
Datess 1953 =~ =+
Quantitys 7 volumes .
File Arrangement: By year, then by district and name or

Amual Accumlations
Audit:

1 cublo foot ’ ' ‘
Anmial outsids aud;.t. and State audit

The entries for the new Tax Receipt Books are typewritten on a
three sheet form, one plain and two parforated sheets, spaced five
entries to a page. The plain sheet is ths office record and is
filed in a post=binder. One seriss of the perforated sheets are
the tax bills and are malled to the taxpayers; ths other series
are the taxpayer'!s receipts issued by the Treasurer upon payment
of taxas. Information contained in the old series of Tax Receipt
Books is continued unchanged in the new series for individual tax-
payers and for buslnesses.” The Business Tax Books are continued as
separate volumes. Auto Tax Receipt Books, eliminated from this
series because of changes in collection methods were continued in
another fom, the I.icense Tag Account (Xtem 9).

RETAIN FOR FIVE YEARS OR UL’I‘IL AUDI‘I‘ED WHICHEV@
Is x.a.'rm, AND THEN DESTROY.

CHECK BOOK (ST t a:)

Sizes 14® x 1hv x 1¢

Dates: 1922 « - °

Quantity: 51 volumes (6 cubic fest)

File Arrangement:; Chronological by year and memarical by
check mumber

Amual Accumlation: Less than & cubie foot
Audits Ammual ocutgide audit .

RECOMMENDATTOR

STy
The Check Book,\ahm the check number, voucher or warrant rumber,

purpose of payment, the payee, and the date. Postings are mads to
mcmmmummtmemncmmmm

Check Book, and are posted as final entries to the General lLadger.

nmommmos: RETAIN FOR m YEARS OR URTIL AUDITED, WHICHEVER

-~"RPPROVED
HALL OF RECORDS COMMISSION

- -IS_IATER, AND THEN DESTROY.
BARK DEPOSIT CERTIFICATES

Sizes 6" x 10® x 2%
m,: h2-~ -

~ Qnantity: S vo]mes

\\\\\

Audit: Anmmal art.side audit

vt
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5. Description of Records 6. Recommendation
m Describe records accurately. Include title, form number, size of documents, of Hall of Records
A work or activity to which the records relate, inclusive dates, and quantity and Board of Public
) (cubic or linear feet). Show recommended retention period. Works.

Bank Deposit Certificates are prepared by the Treasurer for all money
collectod and deposited by that office. The Certificates show the
date of deposit and amount, the signature of the receiving teller,
and the signature of the President of the Board of County Cormission-
ers.

Bank deposits are first posted to the General Cash Book and
then to the General Ledger, a final book of entry.

RECOMMENDATION: RETAIN FOR FIVE YEARS OR UNTIL AUDITED, WHICHEVER
IS IATER, AND THEN DESTROY.

7. | SHERIFF'S ACCOUNT BOOKS

Sizes 6m x 8 x 3v '
Datess 1894-1916 §h9 volumes)s 1936-38 (2 volumes;
’ 1942-1946 (3 volumes)
Quantity; Sk volumes (2 cubic feet)
. File Arrangement; Chronological

.

Py

APPROVED
HALL OF RECORDS COMMISSION

These are rough account books listing expenses and collections and
showing the nmumber of arrésts and releasss by dates.

The entries
“ are uneven, soms years show the names of persons arrested or re-

leased, other years do not., The regular account books are kept in
the Sheriffts office and may be audited upon request of the Board

of County Cormiasioners (Art. 87, See. LO, Annotated Code of Mary-
land, 1951 Edition).

RECOMMEKDATION: RETATN FOR FIVE YEARS AND THEN DESTROY.
8. | SCHOOL AND ROAD BOND FIIE '

sizés Lv x 10"

Datess 1926=1950 (1 volume); 195119535 1955-1956
Quantity: 1 volums and L decument file drawers
File Arrangements By series nmumbers as issued

Anmual Accumulation: Less than § cubic foot
Disposable Amounts % cubic foot

; Audits Armual outside amdit

This, file contains retired school and road bonds and coupons. The
retired bonds are stamped or perforated *Paid.*

RECOMMENDATION: RETAIE UNTIL CANCELED ARD FOR THREE YEARS THERE-

AFTER OR UNTIL AUDITEZD, WHICHEVER IS LATER, AND
’ DESTROY BY BURNING. N

LICENSE COUNT A ic O ED 3Y
. TQ A (} CLES) B_ARD F D PBUIC v'ORKS
Siser 1803 27 shests o oh 1567
Dates: -1953 - - . 2P 1931
Quantity; Less than % cubic foot

Arrangement;

T SCORETeRY
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5. Description of Records
Describe records accurately. Include title, form number; size of documents,
work or activity to which the records relote inclusive dotes and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

The Id.cense Tag Account is entered on duplicate sheets, ons original

and one copy (Art. 31, Sec.

66%, Annotated Code of Maryland, 1951 .

Edition), listing the date tag is issued, tag number, the name and -
address of ths licenses, and the amount of fee collscted. The
license fees and original account sheets are forwerded to the Deparb
ment of Motor Vehicles, including the Auto Iicenss Application forms
stamped with ths license mmber issued.
detached from the Auto License Application form and given to the
licensee at the time of paying ths fes.

The Eegistration Card is
Thé Departnent of Motor

the General Cash Book, then to the Gmeral Ledger.

RECOM‘{EHDATION: RETAIN FOR THREE YE‘.ARS AND THEN DESTRDY.

10. | AUTO I.ICEHSE AUDIT STUBS

Sizes 1" x b,“ stubs
Datess 195 o
. Quantity: 1 carton :
. " File Arrangement; HNo arrangemsnt - in bundles
" Annual Accumulationy 1 cubic foot
~ Audit: Audited in the Deparhnent of Motar Vehicles

The Auait Stuba a.re the perfcrated sections of the Auto License
Application forms - returned by the Department of Motor Vehleles

share of license fees..

X check.

Thestubsservanofurt&xerpm'posamerverifyingtha

2 - - —

WIONS . ms:rm FOR THREE YEARS AND THEN DESTROY.

3o

Vehicles returns to the Treasurer the County's share of fees collectefl
uhich is depoalted in ths special License Tag Account and posted to

to the County Treasurer’with the check for the County's apportioned
The stubs are counted and maltiplied by the
; Connty'euni‘sharea.ndthemehouldequalthefacevalueofths

_~"BAPPROVED
HALL OF RECORDS COMMISSION




